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From Conmander Navy Recruiting Conmand

Subj : REPORTI NG AND ACCOUNTABI LI TY OF VI SUAL | NFORMATI ON (V1)
EQUI PVENT

Ref:  (a) OPNAVI NST 5290. 1
(b) COVNAVCRUI TCOM NST 4400. 1

Encl: (1) Visual Information Equi pment Request/Aut horization
For mat

1. Purpose. To establish command-w de policy for the reporting
and accountability requirenents of VI Equi pnent.

2. Cancellation. COWAVCRU TCOM NST 5290.

3. Background. Recently, Visual |nformation managenent within
t he Federal Governnment has received increased enphasis. The
procedures contained herein are issued to standardi ze vi sual

i nformati on equi prent definitions, reporting nmethods, and
accounting practices for all COVNAVCRU TCOM activiti es.

4. Definitions

a. VI Equipnent. Itens of a permanent or durable nature
used for recording, producing, reproducing, processing,
organi zi ng, maintaining, storing, retrieving or exhibiting VI
products capable of continuing or repetitive use. This
definition includes itens that performa VI function as an
integral part of non-VI systems, or devices that, when
permanently renoved, could be identified as visual information
equi pnent. VI equi pnent enconpasses conputers, whose primary
function is audio or inmagery processing; it is extended to
phot ogr aphi c, tel evision/video, notion picture, visual
exhi bition, digital imaging, audio and graphic arts equi pnent.
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b. VI Production Equi pnent. Equi pnent used to produce
vi sual information products.

c. VI Products. WMaterials containing sound or visua
i mgery that conveys information. "VI products” include slide
presentations, still photographs, visual graphics, notion
pi ctures, video tapes, video cassettes, DVD-R, mni CD s and any
ot her products stored on pernmanent nedia. This includes
graphi cs, notion nedia and audi o recordi ngs on tape or disc.

5. Policy. COWAVCRU TCOM N9421 is designated as the Vi
Manager for Commander, Navy Recruiting Command. The duties of
the VI Manager are defined in reference (a) and include the
fol | ow ng:

a. Provide technical assistance to the Commander, Navy
Recrui ting Command, and all nenbers of the Command regarding
visual information matters.

b. Act as the Command's central point of contact for visual
i nformation issues, including the acquisition, procurenent and
di stribution of VI products, equi pnent and services.

c. Provide audit guidance to field activities in VI
matters.

d. Approve the purchase and disposition of VI equipnent or
recommend approval of VI purchases and disposition from
appropriate authorities when required.

6. Action. As contained in reference (b), Commander, Navy
Recruiting Conmand requires the foll ow ng:

a. Al'l Navy Recruiting activities are required to report
vi sual information equi pnent purchased, held, disposed of,
damaged, lost or stolen using the intranet inventory managenent
system The VI manager will conduct routine audits to ensure
conpl i ance.

b. Al Navy Recruiting activities shall designate, in
witing, a VI Manager per reference (a). Commanding Oficers
wi |l provide Headquarters N9421 with witten confirmation of
i ndi vi dual assigned and w || update as changes occur.

c. Headquarters Departnment Directors, Special Assistants
and field activities nmust provide witten requests to

(A
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COWNAVCRUI TCOM VI Manager N9421 for the purchase of all VI
equi prent as defined in enclosure (1).

d. Al Region Commanders, District Commandi ng Oficers,
O ficers-In-Charge, Departnent Directors and Special Assistants
wi |l ensure that personnel understand and conply with the
provi sions of this instruction.

/s
W S. SLOCUM
Deputy

Di stri bution:
COVNAVCRUI TCOM NST 5216. 2U ( HDQ)
List I (A-BE), IIA 1Il (A-D
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Vi sual | nformation Equi pnent/ Request Aut horization

1. Requests can be submitted to COWAVCRU TCOM N9421 either by
meno or by E-mail.

2. List detailed specifications of requested equi pnent,
i ncluding, but not limted to:

a. Equi prent manuf act urer

b. Common nane and brief description

c. Price each piece

d. Quantity requested
3. In paragraph (2) provide a brief description of intended use
and the direct inpact the purchase will have on |ocal

recruiting.

4. Provide POC nane, title, comercial telephone and FAX
nunbers, e-mail address, and conplete mailing address.

5. Requests submitted via e-mail will be as an attached Ms Wrd
document and nust be sent to M. D. H Anderson, COVNAVCRU TCOM
N9421 for inmmedi ate processing. Email:

Ander sonD@nrc. navy. m|l. Phone: (901) 874-9064. Menos may be
FAXED, with cover sheet letter, (901) 874-9074 or 9398.

6. Refer to COVWNAVCRU TCOM NST 5290.1 or 4400.1 for anplifying
information. All information technology (IT) equi pnment
requests, including software, nust be submitted to

COWMNAVCRUI TCOM N6 vi a your desi gnated SYSADs.

Encl osure (1)
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